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How this Quide is
or gani zed

How each chapter

Chapter 2 will give you an overview of the system and
its major steps. Chapters 3 through 7 each describe
a major phase or step in the performance appraisa
process. The appendices contain a quick-reference
summary of all key steps, details on requirements you
nust nmeet and a glossary of terns.

Each of Chapters 3 through 6 follow a simlar pattern

i's organized e Chapter table of contents
e Chapter overview, including main topics
and objectives for the chapter
e Discussion of each major step covered
i ncl udi ng
-what the step is
-what the step does
-why it is inportant
-how it relates to other steps
-exanple of the step conpleted
-how to do the step
-how to evaluate your work
e Chapter sunmmary
How to use The followi ng table describes how a supervisor could
this Cuide use this Quide based on his/her needs
Your Acti ons
° Initially learn how to l. Read the entire Desk Guide
i mpl ement the FAA system 2, Practice each step by
foll owing the procedures,
| ooking at the exanples and
evaluating your work with
the checklists
° On-the-job guidance, once 1. Quickly read Chapters 2-7
you know how to do each 2. Use the summary procedures
each step in Appendix A to guide you
through the process
° Look up specific 1. Use any one or all of the
t opi cs following reference features
of this Quide
e OQverall Table of Contents
e Table of Exhibits
e Chapter Table of Contents
e Jossary
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CHAPTER 2

Introduction to "the General Performance Appraisal Svstem

CHAPTER OVERVI EW

[ ntroduction

VWhat this chapter
will cover

Qbj ectives

Ve will begin our discussion of theFAA' s Genera
Performance Appraisal System with an overview of the
systemand its intent. Chapters 3=7 will give you
the details necessary to inplenent the system

Chapter 2 will discuss the purpose, benefits, and
steps of the FAA system In addition, it wll discuss
the rights and responsibilities of the people involved

At the end of this chapter you will be able to
e Describe the objectives of the FAA system
e Describe the benefits of the systemto
the enpl oyee
e Describe the responsibilities of the
supervi sor and enpl oyee
e Qutline the major steps of the process

i ncl udi ng
-what it is
-what it does

-when it occurs
-why it is inportant
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Introduction to the General Performance Appraisal System

SUPERVI SORY AND EMPLOYEE RESPONSI BI LI Tl ES

[ ntroduction

Definitions

This section will discuss what steps of the system

are assigned to the first- and second-|evel supervisors,
and what responsibilities an enployee has under the
system

Covered enployee is an individual who occupies a

position 1n the General Schedule or Federal Wage
System which is either
e bel ow grade 13
or
e grade 13 or above, but not in the merit pay
or senior executive service systens

Covered supervisor is an individual

e WNO occupies a position that is classified no
hi gher than Gs-12 and

e whose position is classified under the Super-
visory Grade Eval uation Cui de (SGEG) as
"supervisory", or is classified under' the Job
G ading Standard for Supervisors (for Federal
Wage System Enpl oyees) as "supervisory"

| medi ate supervisor is the first official level of

supervision over a covered enployee which has the
responsibilities of assigning performance appraisals
and recommendi ng awar ds

Second-| evel supervisor is the second official |eve

of supervision over a covered enployee
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When it

Step occur s What it is What it does Wiy it is inportant
1. Review enpl oyee's | Prior to Chance to make sure | Verifies accuracy Verifies criteria
position begi nni ng position descriptionfor allows a change agai nst which.the job-
description of each s accurate to be nmade rel at edness of the
(Chapter 3) appr ai sal performance standards
period will be judged
2. ldentify or Prior to Chance to organize Identifies a list of | Allows the supervisor
verify existing begi nni ng| the job into a few 7 orless elenents flexibility in empha=
critical and other | of each key areas where for which perfor- sizing parts of the job
job elenents appr ai sal performance is mance St andar ds the enployee will be
(Chapter 3) peri od I mpor t ant wi |l be devel oped eval uated on
3. Wite or verify Prior to Chance to identify Creates a list of Spells out concretely
exi sting perfor~ begi nni ng obj ective neasures standards which will what the supervisor
mance St andar ds of each and expected levels | be used to evaluate expects of the
(Chapter 4) appr ai sal of performance enpl oyee performance | enployee
peri od
4, Conduct initial Month 1 Chance to discuss Cets enployee's Prevents surprises at
interview per f or mance commtment to the year's end and gives
(Chapter 4) standards with the standards he/she the enployee a clear
enpl oyee will be evaluated on | set of expectations
to neet
5. Conduct progress Month 6 Chance to give Documents progress Al'l ows the standards
reviews and as f eedback and eval- toward achieving the | to change as needed
(Chapter 5) needed uate performance in | agreed upon and prevents any

time to correct or
i mprove it

st andar ds

surprises at
time

apprai sa

(A
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Introduction to the General Performance Appraisal System

CHAPTER SUMVARY

Summary

Chapter two discussed the objectives of the system

and the benefits to the enployee of know ng what is
expected and being evaluated on objective criteria
were summarized. The responsibilities of the enployee
and the first- and second-level supervisor were
outlined. Finally, the steps of the process were
sunmari zed and the stage set for discussing each step
in detail
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CHAPTER 3
Analyzing the Employee's Position

HAPTER OVERVI EW

ntroduction e have discussed the purpose, benefits and steps of
the FAA's General Performance Appraisal System  The
next two chapters will deal wth what nust be accom
plished at the beginning of the appraisal period:
e Analyzing the Enployee's Position, and
e Devel oping Performance Standards

hat this Chapter 3 will deal with three main topics:
hapter W | | e Reviewing the Enployee's Position
over Description

e ldentifying Job Elenents
o \Wighting Job Elenents

bjectives At the end of this chapter you will be able to:
e Decide if an enployee's Position Description
s accurate and valid
e Revise the Position Description, if necessary
e Develop a list of work tasks from the
Position Description
Reduce this list of work tasks to a
manageabl e nunber
Designate Critical and Qther Job Elenents
Vi ght the percentage inportance of
all Job Elements

'inal product of An exanpl e of the final product produced by the
‘his chapter procedures of Chapter 3 can be found on pages 30 and 34.
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\nalyzing the Employee’ s Position

EVIEWING THE EMPLOYEE' S POSI TI ON DESCRI PTI ON

hat this Revi ewi ng the enpl oyees's position description (P.D.)

tep I S Is the first step in analyzing the enployee's position
It is an opportunity to make sure that the position
description is conplete, valid and accurate

hat the This step verifies that the position description is

tep does adequate or directs the supervisor to change it as
necessary.

hy it The FAA Ceneral Performance Appraisal System requires

s i nportant that the enployee's work performance be neasured

against job related performance standards. The officia
position description nust be used as a basis for
-identifying t hese st andards.

ow it relates The position description is used to identify critica
0 other and other job elements, which in turn are used to deve-
omponents Of | op performance standards
he system
Step Procedure
ow to
eview t he 1. Read the enployee's official position
osition description
escription
2. Determine if the position description is

conpl ete and accurate. The duties and

responsibilities listed shoul d:

-be necessary to achieve the purpose and
intent of the position

-be correct and

-be consistent with the actual work tasks
performed by this enployee on the job.

If the position description is accurate
skip to page 21.

(continued on next page)
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Anayzing the Employee's Position

| DENTI FYI NG JOB ELEMENTS

ANALYZI NG THE POSI TI ON DESCRI PTI ON

[ ntroduction

What this
step is

What this
step does

Mandat ory
critical job
el enents for
supervi sors

Definition

Exanpl e

In some cases, the Position Description will be in
sufficient detail so that the job elenents can be
readily identified. Were this is so, you may skip
this step and go to page 32.

Anal yzing the Position Description is an opportunity

t0 re-examine the position description and verify the
i mportance of any job elenents listed within it

It allows the supervisor to take a P.D, that is witten
in very broad or general terns and generate a list of
job elements.

The following critical job elements are required for
all covered supervisors to the extent their positions
invol ve such responsibilities
0 Individual / Supervisory Responsibilities
o Affirmative Action and Equal Enpl oynment
Qpportunity Acconplishments
0 Organizational Acconplishments

In addition, Executive Order 12196 and Department of
Labor regul ations (29 CFR 1960) require that the
eval uation of performance for each supervisor take
into consideration the performance of his or her
occupational safety and health responsibilities

Covered Supervisor is an individual who is classified

at no higher than GS=12 and properly classified under
the Supervisory Gade Evaluation CGuide (SGEG) as "super -
visory"; or is classified under the Job Gading Standard
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extracted fromthe P,D. in Exhibit 1,
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Anayzing the Employee's Position

| DENTI FYI NG JOB ELEMENTS

ANALYZI NG THE POSI TI ON DESCRI PTI ON

[ ntroduction
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What this
step does
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EXH BIT 1.
SAMPLE PCSI TI ON  DESCRI PTI ON

Aeronautical Systens Division
Field Mintenance Branch

Department of Transportation
Federal Aviation Adm nistration
El ectronics Technician

GS-11, Series 856

[ Position Summary. The Aeronautical Systems Division executes a mainte-
nance program and naintains all facilities in the sector, including environ-
nmental support equipnent, so as to assure performance that satisfies toler-
ances of accuracy and neets operational requirements in ternms of availability
and reliability.

The purpose of this position is:

1. To analyze, evaluate, and certify systens/subsystens/equipnent perform

ance.
2. To recognize, identify, and correct equipnment malfunctions
3. To perform routine maintenance duties onfull electronic systems in

operational settings.

[I. Principal Duties and Responsibilities

1. The incunbent is assigned as a Electronics Technician.

2, The technical work assignments relate to systens/subsystens/equi pnent

as assigned. (The incunbent of this position may be subject to the success-
ful conpletion of training on the functioning of field systenms of a higher
order, or on changes or nodifications to higher-order systems, cited as work
assignments at this grade. This continued training is acconplished through
assignnent to one or nore of the agency's training programs, which may includ
resident and/or nonresident prerequisite courses.)

3. Oher technical duties and responsibilities may be assigned if assigned
syst ens/ sub- syst ens/ equi pnent does not constitute a full person-year work-
load. Certifications may be required for these other technical duties and

responsibilities assigned by the Sector Manager

4, The following are typical exanples of duty assignnents related to the
performance of assigned systems/subsystens/equipnent.

a. Certifies normal operation of system and/or subsystems of higher
order assigned
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EXHBIT 2.

SAVPLE LI ST OF WORK TASKS FOR AN FAA ELECTRONI CS TECHNI Cl AN

Performance Analysis and Evaluation of Assigned Systens
and Subsyst ens

Anal ysis and Evaluation of System Failures
Adjustnment and Alignment of Circuitry
Initiation of Action to Correct System Failures
Periodic Certification of Equipnent Perfornance

Restoration of System Performance to Standard
Speci fications

Recertification That Repaired Equipnent Meets Advertised
Standards of Performance

Mai ntains Individual Technical Certifications Regarding
State-of -the-Art Advances i n Systems'/Subsystems'

Equi prent  Design, Mintenance, and Modifications

Acconpl i shes Approved Equi pment Modifications

Provides On-the-Job Training of Lower-Level Technicians

Mai ntains Logs and Various 'Records of Systems Inspections,
Eval uations, Mintenance, Modifications, and Certifications

Makes Decisions as to \Wether Assigned Systems/ Subsystens
Are Safe for Use by the Flying Public

Extracted from
Exhibit 1
PD Section:

I1-4

11-4

I1-¢

I1-¢

I1-:

I1-!

IT:

IT1:
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Analyzing theEmployee's Position

| DENTI FYI NG JOB ELEMENTS

GROUPING_COMMON_WORK TASKS

Exanpl e (cont'd)

Types of
job el enent
headi ngs

Second
exanpl e

These work tasks could have been grouped together and
addressed by expressing the one elenment comon to all
i.e., planning. In highly specialized positions, you
may find it necessary togroup together work activities
requiring special technical or research-related skills
know edges or abilities (for exanple, radar repair/
instal lation, maintaining operational proficiency in
the control of air traffic, ete).

Your final list of job element headings can be nade
up of two types of elenents
° el ements enconpassing several common work
tasks, activities or duties .
® elements reflecting a single work task,
activity or duty which are not sufficiently
related to any other aspect of the job to
warrant a grouping

Exhibits 3 and 4 show the two-stage process of first,
| abel ing tasks and then regrouping them using the |abels

In Exhibit 3 each task, activity or duty was assigned tc
a group using the follow ng headings

G oup Headi ng Nane
Letter
A System Performance
|
B | System Repair/ Mdification
C I ndi vi dual Technical Certification
l
D ‘ On-the-Job Training

Exhi bit 4 shows the tasks re-organized under each headir



28

Analyzing theEmployee's Position

| DENTI FYI NG JOB ELEMENTS

GROUPING_COMMON_WORK TASKS

Exanpl e (cont'd)

Types of
job el enent
headi ngs

Second
exanpl e

These work tasks could have been grouped together and
addressed by expressing the one elenment comon to all
i.e., planning. In highly specialized positions, you
may find it necessary togroup together work activities
requiring special technical or research-related skills
know edges or abilities (for exanple, radar repair/
instal lation, maintaining operational proficiency in
the control of air traffic, ete).

Your final list of job element headings can be nade
up of two types of elenents
° el ements enconpassing several common work
tasks, activities or duties .
® elements reflecting a single work task,
activity or duty which are not sufficiently
related to any other aspect of the job to
warrant a grouping

Exhibits 3 and 4 show the two-stage process of first,
| abel ing tasks and then regrouping them using the |abels

In Exhibit 3 each task, activity or duty was assigned tc
a group using the follow ng headings

G oup Headi ng Nane
Letter |
A System Performance
|
B | System Repair/ Mdification
C l I ndi vi dual Technical Certification
| -
D | On-the-Job Trai ning

Exhi bit 4 shows the tasks re-organized under each headir



28

Analyzing theEmployee's Position

| DENTI FYI NG JOB ELEMENTS
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Analyzing the Employee's Position

DENTIFYING JOB ELEMENTS

ROUPING COMMON WORK TASKS

Procedure

Li st work tasks

Read the list of work tasks and

assign a unique letter of the al phabet
to each task. This letter stands for

a simlar work activity or requirenent
of simlar skills, know edge or ability.

Recopy all tasks with the same letter
in separate lists labeled Goup A
G oup B, etc.

Read the tasks listed in each group
and decide what word or phrase des-
cribes what these tasks have in common.

Wite that key word or phrase as the
group heading.

The heading describes the inportant features of

activities and duties

ow to Step
0 it
1.
2,
3.
4,
5.
ow t 0 cl
val uate significant work tasks,
our | i st within the group.
f job O The heading is concise.
lements o Al

headings fairly and accurately reflect what

you consider to be inportant.
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Analyzing the Employee's Position

[DENTIFYING JOB ELEMENTS

DESI GNATING CRITICAL _AND OTHER JOB ELEMENTS

Requi rement s

Exanpl e

How to
do the
step

e The inmedi ate supervisor MJIST establish CIJEs and,
MAY establish OJEs for each covered position within
hi s/ her organization

e No nmore than 7 job elenments may be established for
a position

o At least one critical job element nust be established
for each position

e No nore than seven critical job elenents may be
established for a position

e No nore than two other job elements may be established
for a position

For our Electronics Technician position, the supervisor
has made the follow ng designations

Individuall Technical Ceartification CJE
On-the-Job Training 0JE

Step Procedure

1. Conmpare each elenment listed to the
definition of a Critical Job Elenent

2. Wite CJE next to each el enent that
fits the definition

3. Determne which, if any, of the renaining
job elements you consider to be inportant
enough to be enphasized in the appraisal
wite OJE next to each one.
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Analyzing the Employee’s Position

CHAPTER SUMVARY

Sunmary

Not e

This chapter discussed the three steps of analyzing
the enployee’s position

e Reviewing the Enployee’s Position Description

e ldentifying Job Elenents

o \Wighting Job Elenents
You | earned how to determne if an enpl oyee’s P.D.
is accurate and valid. You learned how to create a
list of work tasks fromthe P.D. and reduce the |ist
to a manageabl e nunber by grouping conmon work tasks
Finally, you learned how to designate critical and othe
job elements and weight the inportance of each. You ar
now ready to wite objective performance standards for
each of the job elements

Appendi x A contains a summary of all of the procedures
and checklists detailed in this chapter. You will find
this quick sunmary a helpful aid to remenbering all of
the steps and how to eval uate your work
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\riting Performance Standards

VRITING A PERFORMANCE STANDARD

Definition A performance standard is the expressed |evel of achieve-
ment established by managenent for the duties and responsi -
bilities of a POSITION (not a person). Standards may
include, but are not limted to, such elenents as
quantity, quality and tineliness

What the This step clarifies for the supervisor and the enployee
step does exactly what performance is expected for each job
el enent
why it is Witing the performance standard docunents the supervisor's
| mpor t ant expectations and reduces the possibility of future ms-
under st andi ngs.
How it The performance standard is the basis for
relates to o directing and controlling the enployee's activities
ot her 0 coaching to inprove the enployee's performance
conponent s o evaluating the enployee's performnce
of the o taking further managenent action
system
Not e Management action is required if an enployee fails to neet
the standard(s) set for a Critical Job Elenent. This

failure will result in denial of a within grade increase
and may result in the enployee's remval fromthe
position.

Performance standards must be established in advance for
those work activities identified as inportant to the
acconpl i shnent of details and/or special project assign-
ments when an individual detail or assignment of 120 days
or nmore is initiated during the appraisal period
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'1ting Performance Standards
ITING A PERFORMANCE STANDARD

1:LE

Criteria for judging a performance standard

Criteria

Description

Measur abl e

The standard contains one or nore of the follow ng
types of neasures.

- quantity - how nuch, how nmany
quality how accurate, how wel
tineliness within what tine frame, by what
date
how job will affect organization's
m ssion
how wel | something is to be done

I npact

manner of
per f or mance

d ear

The standard is witten in terns that are clear, un-
conplicated and concise

Realistic

The standard is consistent with the content and scope
of the position description. It is reasonably set
(neither too high or too low)

Attainabl e

The standard can be attained by the enployee given the
authority and resources over which he/she has contro
(e.g., personnel, budget, time).

Current

The standard reflects the existing and/or continuing
priorities of the organization and/or rating official
If the priorities change, then the performance stan-
dard must also be changed and the change communi cated

Usef ul

The standard will generate work results that are
positive, significant contributions to the functions,
policies and procedures of the work group and the
organi zation

Equitabl e

The standard is equivalent to those witten for work
in simlar positions that have simlar

e duties
e responsibilities
e skill requirenents

e work environnents
e performance expectations
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EXHBIT 6

SAMPLE JOB ELEMENTS AND PERFORVMANCE STANDARD FOR FAA SUPERVI SCR

| NDI VI DUAL/ SUPERVI SCRY RESPONSI BI LI TY - 45% (CJE)

Sel ected Work Tasks for Devel opi ng Subordinates Perf ormance Standards

1.

2.

3.

Training-Provides training and devel opnent 1.
so that enpl oyees may neet performance re-
quirement/expectations and/ or progress on

the job.

Eval uating-Perforns enployee performance 2,
apprai sal s.
Coaching and Counseling-Advises enployees 3.

regarding their performance strengths and
weaknesses in the context of work unit
obj ecti ves.

| dentifies training needs
and plans devel opnenta
activities for all enployees
This will be indicated by th
preparation of a witten in-
di vi dual devel oprmrent plan fo
each enpl oyee by a date 60
days into the appraisal peric

Provides all enployees with
a constructive annual perfor-
mance appraisal and at |east
one formal progress review
during the appraisal period
Each appraisal wll be
"constructive" if it:

e reviews strengths and
weaknesses

e identifies weaknesses ir
terms of performnce
defici encies

e explores reasons for the
weakness

e Creates a nutually agree
upon plan to elimnate
the weakness

Recogni zes noteworthy per-
formance through appropriate
awards and/or other nethods c
recognition as indicated by
supervi sor's judgnent
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Writing Performance Standards

COMMUNI CATI NG PERFORMANCE = STANDARDS

Not e The supervisor has final responsibility for
- determning an enpl oyee's perfornmance standards
-~ conmuni cating the standards, in witing, to the
enpl oyee at the beginning of the appraisal year
(No specific formis required)

If a change in supervision occurs, then it is reconmended that the process of com

municating performance standards be repeated. |f an enpl oyee changes position or
work activities, new standards nust be established and comunicated to the employ

Start
Overvi ew Determne IT predeter-
of the mned standards exi st
steps in for the position
conmuni cat i ng
per f or mance | Prepare the enployees for ]

standard setting process |

Supervi sor and enployee draft standards
ejointly
e separately
e supervisor only
(supervisor decision)
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Wite performance standards:
e supervisor and enpl oyee
t oget her
e supervisor and enpl oyee
separately
e supervisor only
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Supervisor nekes fina
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Provide employee with
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of the GPAD
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COMMUNI CATI NG PERFORMANCE  STANDARDS

How to
conmmuni cat e
per f or mance
st andar ds

Not e

Eval uati on
checkl i st

Step

Procedure

Conpl ete Section | of the General Perfornmance
Apprai sal Document. The instructions are on the
docunent

It is recomrended that you use plain paper to record
the standards rather than the GPAD form  Throughout
the appraisal period this will let you make any
necessary revisions without having to waste forns.
Wien you make your final ratings you will not have to
recopy the standards, you will be able to staple the
pl ain paper to the GPAD form

[0 Jobs screened for pre-determined Obj ectives

0 Employee prepared for standard setting process

U Employee prepared to wite own standards (optional)

Q Standards witten for each job el enent

Q Standards discussed with enployee

O Approved standards witten, signed, dated and copied
Copy of approved standards given to enpl oyee

O Section | of GPAD formconpl et ed
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Conducting Performance Reviews

CHAPTER OVERVI EW

Overview of
the steps in
conducti ng
per f or mance
revi ews

Note on
chapt er
or gani zati on

—)lissess ongoing progress

¥

Note act ual
per f or mance

|

Do performance yes Anal yze

problems exi st ? probl em
Determine
nc cause

L

Devel 'op “action
plan

l

Docunment action
pl an

v v

|

Do standards |- yes—3|Revise st andards |
need revision? T

no

Y

Meet with employee 1
to review & document R

progress

!

no
&——1 End of appraisal
period? '
[res
Stop

This flowhart shows one way to prepare for a progress
review neeting.. For ease of presentation, this chapter
is organized to follow the logic of the flowhart. How
ever, in practice, a supervisor could have severa
nmeetings, one to give feedback on actual performance

one to develop plans for inproving weak performance, one
to revise performance standards and one to conduct a
formal progress review.
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Conducting Performance Reviews

ASSESSI NG PERFORVANCE

VWat this
step is

VWat this
step does

Wy it is
| mpor t ant

How it

rel ates

to other
conponent s
of the
system

How to
assess
per f or mance

Assessing the enployee's performance is the first step

in conducting a progress review. It involves comparing
denmonstrated performance against the performance stan-
dard and docunenting the actual perfornmance

This step provides the supervisor with information that tell
whet her or not the enployee is achieving the performnce
st andar d.

This information will be used to determ ne whether a
performance problem exists, and as the basis for feedback
to the enployee about his/her performnce

This information will serve as a menory-jogger to make the
end-of -the-year perfornmance rating nore reliable and valid

Step Procedure

1. Consi der making a few personal notes regarding th
enpl oyee's progress towards his/her standards
I medi ately after assigning accountability for
the standard.
- the notes should reflect denonstrated
progress

® - sone of the information can be collected
& by the enpl oyee on some formof tally
T sheet whi ch shoul d be checked periodicall
& by the supervisor
-~ data collected by the supervisor should
be based on observed performnce
2. Wait until the enployee has had sufficient tine

to denonstrate performance in one or nore of the
job elenents. Then, conpare the enployee's actua
performance to the standard

(continued on next page)
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position Title: _Electronics Technician

DATE OF INTERVIEW:

Employee’s Name: James P. Fixet Supervisor’'sName: Sidnev G. Sector 4.]_4%(.84_____
DATE COPY PROVIDED
Organization: _Aeronautical Svstems Division

EMPLOYEE: 11/9/81
PROGRESS REVIEW PERIOD

Performance Appraisal Period: Period Supervised Employee:
FROm: 1Z/1/8b : 6/30/82 rrom__8/1/75 TQ: present FROMY1/81 "11/2/8]

SUPERVISORY ASSESSMENT/COMMENTS

1. & cE 0O oJe _System Performance .

Logs indicate that Preventive Maintenance (P.M.) checks
have been made on 65% of assigned systems/subsystems.
P.M. just below national average.

Sector certification review shows that Jim's systems/
subsystems are all appropriately cértified.

Comments from other Sector Managers indicate that Jim is
extremely conscientious about communicating all problems
immediately to the appropriate individuals.

Good, independent judgment; especially when the microwave
RF transmitter went down in August.

Records appear complete and accurate.

PLANS FOR IMPROVEMENT

e Jim will devote more time to Preventive
assligning a second trainee to his team.
by the next review in March, 1982.

Maintenance by rearranging his schedule and by my
P.M. is expected to be at or above national average

FAA Form 3400-12 881

OFFICIAL COPY PAGE

L 3TqTUYXH

19
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SUPERVISORY ASSESSMENT/COMMENTS

Gice 0O Individual Technical Cextification

e Jim is fully certified in all assigned systems/subsystems.

e Has excellent knowledge of procedures and equipment within
assignment areas.

e Successfully completed 2-week TRACON update training program.

e Requested that Jim attend RVR training programs so as to
assume additional sector responsibilities 9/2/81.

e Excellent emergency actions taken when transmitter went down.

PLANS FOR IMPROVEMENT

® Attend the RVR training course, December 3-15, in Houston.

SUPERVISORY ASSESSMENT/COMMENTS

.0 cJE & OJEOn-the-job training

e Jim has trained Bill Young to be a top-notch technician.
e Jim has given me excellent information on training courses
and who would benefit from them, especially in Bill's case.

PLANS FOR IMPROVEMENT

FAA Form 3400-12 (s-81) OFFICIAL COPY

rALE 3

£9
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Conducting Performance Reviews
TAKING PLANNED CORRECTI VE ACTI ONS

[ ntroduction

VWhat the
step is

What it
does

Not e

How to

take planned
corrective
action

The supervisor should take planned corrective action when
the enployee's actual performance does not neet the per-
formance standard

Taking planned corrective action is the process of:
® identifying the performance weakness
® determning the cause of the performance weakness
e developing an action plan to inmprove the enployee's
per f or mance

Wth this step the supervisor provides a notivating atnos-
phere and the extra help for the enployees to achieve the
results expected of them The responsibility for achie-
ving work results and neeting expected |evels of perfor-
mance will then rest entirely with the enployees

The tine frame for inproving performance is critical

An enpl oyee nust be given an opportunity to correct any
performance weaknesses or deficiencies which may adversely
I npact upon his/her annual performance rating. The anount
of time necessary to provide a reasonable opportunity for

i mproving performance will depend on the circumstances

in each case and will be determned by the enployee's

| medi ate supervi sor

Step Procedure

1. ldentify the standards which the enployee has
not met.

2. Determ ne the cause(s) of the |ow performance

on each standard
o Causes related to the enployee mght include
- skill level too I|ow
know edge |evel too |ow
motivation to performtoo | ow
personal problens interfering with
per formnce

(continued on next page)
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(continued on next page)
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TAKING PLANNED CORRECTI VE ACTI ONS

68

Eval uati on

checkl i st

Step

Procedure

Docunent the action plans. This neans:

wite the plan(s) on plain paper or on

the periodic progress review worksheet
date and sign the plan

have the enpl oyee sign the plan

give a copy to the enpl oyee

note on your copy the date the enpl oyee
received the copy

retain your copy, along with the position
description, for one year after conpletion
of the General Performance Appraisal Docu-
ment for that appraisal period.

For taking planned correction action

C Standards identified where actual performance does
not neet the standard.

C Causes of performance problem identified

C Causes separated into enployee-rel ated and environment-
rel ated causes.

O Action strategies selected for each cause

O Action plans devel oped to inprove enpl oyee performance
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Conducting Performance Reviews
MEETING WTH THE EMPLOYEE TO REVI EW PROGRESS

[ ntroduction

What the
step is

What this
step does

Wy it is
| mpor t ant

Benefits
to the
supervi sor

Not e

The supervisor could possibly have three types of feedback

to give the enployees

o ‘feedback on how the enployee's actual performance com
pared to his/her standards

o feedback on any plans they made to take corrective
action to inprove poor perfornmance

o feedback on the performance standards they worked
jointly to revise

This step represents the face-to-face neeting the super-
visor has with the enployee at |east once during the
apprai sal period for the purpose of review ng progress

This neeting allows the supervisor and enployee to share
perceptions of what has occurred to date, and to clarify
the expectations for future performance

Provi ding periodic performance feedback is potentially
the nost productive step in the performance appraisa
system

The supervisor can expect to receive the follow ng benefits
from a meaningful, interactive progress review

o Enpl oyees continually know what is expected of them
and how well they are performng so that there are
no surprises at the end of the appraisal year,

e Enpl oyees and work units remain on track toward
acconplishing their mssion, goals, and objectives

e Wrk units usually reflect higher Ievels of performnce
achi evenent

e Accountability is properly maintained

e Supervisors become nore aware of organizationa
probl ens and performance obstacles

The progress review "neeting" can take several forns.

It can be a one-tinme neeting where several topics are
di scussed

O, it can be several neetings where one or nore different
topics are discussed

The supervisors will determne the best format for the
progress review nmeeting(s) given their situation
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no surprises at the end of the appraisal year,

e Enpl oyees and work units remain on track toward
acconplishing their mssion, goals, and objectives

e Wrk units usually reflect higher Ievels of performnce
achi evenent

e Accountability is properly maintained

e Supervisors become nore aware of organizationa
probl ens and performance obstacles

The progress review "neeting" can take several forns.

It can be a one-tinme neeting where several topics are
di scussed

O, it can be several neetings where one or nore different
topics are discussed

The supervisors will determne the best format for the
progress review nmeeting(s) given their situation
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onducting Performance Reviews

HAPTER SUMMARY

ummary

Jjote

This chapter discussed how to review employee performance
using the written performance standards. The steps of
assessing performance, taking corrective action if per-
formance is below standard, revising standards and meeting
with the employee were covered. These steps occur during

‘the appraisal period as often as they are needed. You

are now ready to address the annual appraisal interview
which occurs at the end of the appraisal period.

Appendix A contains a summary of all of the procedures
and checklists detailed in this chapter.
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Conducting the Annual Appraisal Interview

CHAPTER OVERVI EW

Overvi ew

of the steps
for conducting
the annua
apprai sa
interview

Start
K 7

Schédule the interview

|

Prepare rating forns

and supportive information

4

Review the enpl oyee's
performance

b

Anticipate the enployee's
frane of reference

v

Initiate the discussion

|

Provide conplete
performance feedback

v

Are corrective actions yes |
needed?

Devel op corrective
actions - (See
Chapter 4)

no {'

Are elenments and
standards set for

no

next apprai sal
peri od?

yes

Sunmarize key points <

5

Begin process of
setting elenents

and standards

(See Chapters 3 & 4)

of discussion

v
Conplete the Interview
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Conpl ete the Cenera
Performance Appraisa

Docurment (See Chapter 7)
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Inducting the Annual Appraisal Interview

OVIDING FEEDBACK AND DI RECTI ON

at this
epis

Wit is
iportant

'te

w to do
ils step

Providing feedback is the step of discussing with the

enpl oyee his/her actual performance during the appraisa

period

The feedback lets the enployee know how he/she is being
rated on the job elenents

When conducting the interview, in general

‘Encourage the enpl oyee's participation
Be an active |istener
Di scuss the enployee's performance, not the

enpl oyee

Be sincere

Do not discuss irrelevant topics

Avoi d vagueness, displays of anger, being overly
critica

e Do not conpare one enployee to another or discuss
any other enployee's rating

Step Procedure
1. Initiate the discussion by telling the enployee
the purposes of the interview

® to review his/her perfornance

® to di scuss his/her rating

® to di scuss action to inprove performance

® to plan next year's elenments and standards
2, Conduct the interview, making sure you provide

f eedback on
e acconplishnents
e areas in need of inprovenent
e the enployee's actual performance on each
standard
e all factors which explain non-achi evement
of a standard, including
- factors beyond the enployee's contro
-~ factors within the enployee's contro
® your rating of the enployee's perfornance
for each el enent
o the basis for your overall rating

(continued on next page)
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Inducting the Annual Appraisa Interview

OVIDING FEEDBACK AND DI RECTI ON

Step

Procedure

Compl ete the interview.
e Decide which option you will use to finalize
the rating
- draft the rating, show it to the
enpl oyee, show it to your supervisor,
finalize the rating
- draft the rating, show it to your super-
visor, show it to the enployee, finalize
the rating
- draft the rating, show it to your super-
visor and the enployee at the same tine,
finalize the rating
- finalize the rating wthout input from
any other source
e Informthe enployee of his/her rights
regarding any disagreenents with the appraisa
det erm nati ons.
e Tell the enployee when he/she will be able
to review and sign the appraisal docunent

e Thank the enployee for participating in the
i nterview

Conpl ete the performance appraisal docunent. Refe
to Chapter 7 for steps to follow.
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CHAPTER 7
Completing the Generd Performance Appraisal Document

IAPTER OVERVI EW

itroduction VW have reviewed and discussed the enployee's perfor-
mance for the appraisal period. This chapter deals with
conpleting the General Performance Appraisal Docunent

yjectives At the end of the chapter, you will be able to conplete
each of the follow ng sections of the appraisal docunent

Enpl oyee/ Supervi sor Identification
Supervisor Certification
I Second- Level Supervisor Review

I
[
[
[V Enpl oyee Certification

\ Job El enent Appraisal Form
Vi Annual Performance Rating
VI Acceptabl e Level of Conpetence
VI Reconmendat i ons
I X Remar ks
:quirement The performance appraisal nust be in witing with a copy
provided to the enployee
wat the The appraisal document is used to docunent the beginning
)praisal and end of appraisal period discussions and the annual,
ycument performance rating for each covered enpl oyee. Together,
s used the document's nine sections form the basis upon which
r various personnel actions may be recomrended and/or ini-
tiated.
1e parts of See the table on the next two pages for a description of
1e appr ai sal the name and purpose of each section of the appraisa
ycument docunent
tample Fol  owi ng the table described above is Exhibit 8, an

exanpl e of a conpleted appraisal docunent. This is only
a sanple. You must create a unique docunent for each
enpl oyee based upon their performance standards.



89

CHAPTER 7
Completing the Generd Performance Appraisal Document

IAPTER OVERVI EW

itroduction VW have reviewed and discussed the enployee's perfor-
mance for the appraisal period. This chapter deals with
conpleting the General Performance Appraisal Docunent

yjectives At the end of the chapter, you will be able to conplete
each of the follow ng sections of the appraisal docunent

Enpl oyee/ Supervi sor Identification
Supervisor Certification
I Second- Level Supervisor Review

I
[
[
[V Enpl oyee Certification

\ Job El enent Appraisal Form
Vi Annual Performance Rating
VI Acceptabl e Level of Conpetence
VI Reconmendat i ons
I X Remar ks
:quirement The performance appraisal nust be in witing with a copy
provided to the enployee
wat the The appraisal document is used to docunent the beginning
)praisal and end of appraisal period discussions and the annual,
ycument performance rating for each covered enpl oyee. Together,
s used the document's nine sections form the basis upon which
r various personnel actions may be recomrended and/or ini-
tiated.
1e parts of See the table on the next two pages for a description of
1e appr ai sal the name and purpose of each section of the appraisa
ycument docunent
tample Fol  owi ng the table described above is Exhibit 8, an

exanpl e of a conpleted appraisal docunent. This is only
a sanple. You must create a unique docunent for each
enpl oyee based upon their performance standards.



91

mpleting the General Performance Appraisal Document

SCRI PTI ON OF GENERAL PERFCRMANCE APPRAI SAL  DOCUMENT

Section Title Pur pose
\Y Job el enent Constitutes e the job element appraisal form
appr ai sal (1 per el ement)
form
| dentifies e a job elenment inportant to the
covered position
o the performance standard(s)
for that element (lengthy
standards may be attached)
Provides for o the description of the em
pl oyee's actual performance
o the rating of that perfornmance
on a 3-point scal e
Vi Annual Provides for e conputation of the annua
per formance performance rating
rating
VI Accept abl e Provi des for e the notice of acceptable |eve
| evel of of conpetence determnation
conpet ence for wthin-grade pay increases
VI Recomen- Provides for e recommendations for action on
dations enpl oyees with an unsatisfac-
tory annual performance rating
| X Renmar ks Provides for o first-level supervisor's
addi tional coments
e second-|evel supervisor com
ments about appraisal deter-
m nations
e enpl oyee comments on appraisa
determ nations
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GENERAL PERFORMANCE APPRAISAL DOCUMENT

Name James P. Fixet Title/Series/Grade '/’\ppraisal From To
s F. Electronics Technician - 856-11 eriod  7/1/81 6/30/82
SECTION V -JOB ELEMENT (CRITICAL AND OTHER) APPRAISAL FORM
INSTRUCTIONS: 1. Complete a Job Element Appraisal Form for each job element.
2. The percent of relative importance of each critical job element must be at least 10% and not more than 100%.
3. Actudl performance need not be described if it is same as performance standards.
4. A Job Element Score of 0 for any CJE REQUIRES an annual performance rating of “ Unsatisfactory.”
' iy 4.
! N 0 1 2 3. 46b Element fldentify) The Relative Importance of this
of A Rcee DOose System Performance Job Element is 20 %,
5 6.
DESCRIBE ACTUAL PERFORMANCE
PERFORMANCE STANDARDIS) (Use as many additional copies of Page 2a as necessary to complete
(Fully Acceptable Level) documentation of rhis job element. Draw horizontal line after performance under
each standard is described.)

1. Performs 90% of all required 1. Log indicates that P.M. checks have increased
preventive maintenance checks for to 80% from 65% identified during Periodic
system(s) assigned. Progress Review 11/3/81. Still needs some

improvement in P.M.

2. Performs preventive maintenance 2. Preventive maintenance performed at about the
checks to the extent that system(s) national average . . . Improved performance
availability/reliability meets the compared to Periodic Progress Review 11/3/81.
national average.

3. Conducts all system(s) certificatior |3. All assigned systems/subsystems/equipment fully
in accordance with established certified according to established policy.
policy.

4. Logs and various records of system(s |4. Documentation is usually complete and accurate
inspections, evaluations, maintenanc based on my periedic review of equipment.
and certificatfons are maintained Twe minor breakdowns in March could possibly
to the extent that they are an have been avoided if P.M. checks were observed
accurate representation of a facil- and documented more fully.
ity's/system’'s performance as indi-
cated by supervisory judgment.

Fails to Meet

7.Job El t S (JES} is:
ob Element Score }is Standard(s)

Exceeds O
Standard(s) 2

a Meets &
0 Standardls) 1

‘AA Form 3400-11 st

OFFICIAL COPY

PAGE 2
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GENERAL PERFORMANCE APPRAISAL DOCUMENT
Name R Title/Series/Grade Appraisal From To
James P. Fixet Electronics Technician - 856-11 Period 7/1/81 6/30
SECTION V -JOB ELEMENT (CRITICAL AND OTHER) APPRAISAL FORM
INSTRUCTIONS: 1. Complete a Job Element Appraisal Form for each job element.
2. The percent of relative importance of each critical job element must be at least $0% and not more than 100%.
3. Actual performance need not be described if it is same as performance standards.
4. A Job Element Score of O for any CJE REQUIRES an annual performance rating of “ Unsatisfactory.”
Identify, 4.
N &2 2 3. e Element (Identify) The Relative importance of this
of & O cieBZosE On-the-job Training Job Element is L .
5. 6.
DESCRIBE ACTUAL PERFORMANCE
PERFORMANCE STANDARDI(S) (Use as many additional copies of Page 2a as necessary to complete
(Fully Acceptable Level) documentation of this job element. Draw horizontal line after performance under
each standard is described.)

1. All lower-level technicians the 1. All technicians passed two surprise inspection:
employee is responsible for acquir on each system.
the necessary skills required to
maintain their assigned system(s),
as indicated by each of the tech-
nicians passing at least one sur-
prise inspection on each system.

2., Three lower-level technicians for |2, The three technicians achieved the full per-
which he/she acts as a mentor pro- formance technician level in 8, 9 and 11 months
gress to the full performance tech respectively.
nician level within 12 months.

', Job Element Score {JES) is: Fails to Meat Q Meets 0 Exceeds U
’ ’ Standard(s) 0 Standard(s) 1 Standard(s) 2
FAA Form 3400-11@.&1) OFFICIAL COPY PAGE 2
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FAA Form 3400-1 181} OFFICIAL COPY
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SECTION VIl = RECOMMENDATIONS

PERSONNEL ACTION(S) RECOMMENDED BASED ON UNSATISFACTORY PERFORMANCE

UNSATISFACTORY RATING
O Reassignment DIbemotion O Removal D Otner (Specify)

SECTION IX~ REMARKS (Use additional sheet(s)if needed.)

FAA Form 3400-11{8-81) OFFICIAL COPY PAGE 4
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Completing the General Performance Appraisal Document
SECTI ON I | SUPERVI SOR' S (RATING OFFICIAL) CERTIFICATION

V\hen At the conclusion of the rating cycle

conpl et ed

How to Item Procedure

conpl ete

this

section 1. Indicate the period of time during which you

supervi sed the enployee

2. Your signature certifies
e the performance appraisal is based on actua

performance on the job which was conpared to
the performance standards previously estab-
|ished for each job el ement

Not e If the rating official was changed during the appraisa
period, refer to paragraph 15.g (3) of the order. It
specifies the time period that nust elapse before new
supervisors may conduct and certify performance appraisals



100

Completing the General Performance Appraisal Document
SECTI ON I | SUPERVI SOR' S (RATING OFFICIAL) CERTIFICATION

V\hen At the conclusion of the rating cycle

conpl et ed

How to Item Procedure

conpl ete

this

section 1. Indicate the period of time during which you

supervi sed the enployee

2. Your signature certifies
e the performance appraisal is based on actua

performance on the job which was conpared to
the performance standards previously estab-
|ished for each job el ement

Not e If the rating official was changed during the appraisa
period, refer to paragraph 15.g (3) of the order. It
specifies the time period that nust elapse before new
supervisors may conduct and certify performance appraisals



100

Completing the General Performance Appraisal Document
SECTI ON I | SUPERVI SOR' S (RATING OFFICIAL) CERTIFICATION

V\hen At the conclusion of the rating cycle

conpl et ed

How to Item Procedure

conpl ete

this

section 1. Indicate the period of time during which you

supervi sed the enployee

2. Your signature certifies
e the performance appraisal is based on actua

performance on the job which was conpared to
the performance standards previously estab-
|ished for each job el ement

Not e If the rating official was changed during the appraisa
period, refer to paragraph 15.g (3) of the order. It
specifies the time period that nust elapse before new
supervisors may conduct and certify performance appraisals



103

~ompleting the General Performance Appraisal Document
SECTION V JOB ELEMENT APPRAI SAL FORM

Vhen
conpl et ed

Not e

The job elenent appraisal form nust be conpleted after the
enpl oyee has conpl eted his/her performance on the job
element for the appraisal period. One job elenent
apprai sal form nust be conpleted for each of the em

pl oyee's job el enents

Before conpleting this section, the supervisor should note
that:

e N0 nDre than 7 CJEs may be established for the
apprai sal period

e supervisory positions covered under the General Perfor-
mance Appraisal System nust include the follow ng three
CJEs:

- Individual / Supervi sory Responsibilities

- Affirmative Action and Equal Enpl oyment
Qpportunity Acconplishnments

~ (Organi zational Acconplishnents

o Non-supervisory enpl oyees nust have at |east 1 CJE

e No job element may be assigned a percentage val ue of
i mportance |ess than ten percent

o The total percentage value of all CJEs nust equal a
m ni num of seventy-five percent of the total job

o No OJE may be assigned a percentage val ue equal to
or greater than the |owest percentage value of any
CJE
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ompleting the General Performance Appraisal Document
ECTION V JOB ELEMENT APPRAI SAL FORM

Not e

Step

Procedure

Use the following scale to describe the enployee's

overal | performance level on this [ob el enent

0 - fails to neet standard(s)
1 - meets standard(s)
2 - exceeds standard(s)

Consi der the results of each standard and sel ect
the overall score that best describes the ems
ployee's overal | performance on the total job

el ement. Use the scores bel ow

Scor e Descri ption

0 Fails to meet standard. Assigned when
an enpl oyee does not neet the |evel of
performance expected by the supervisor
as reflected in the performance stan-
dard.

Note: If a job element score for any
CJE is 0, an annual performance rating
of "unsatisfactory" nust be assigned

1 Meets standard. Assigned when the
enpl oyee's actual performance neets
the level expected by the supervisor
as reflected in the performance stan-
dard.

2 Exceeds standard. Assigned when the
enpl oyee's actual performance exceeds
the l[evel expected by the supervisor

as reflected in the performance stan-
dard.

National standards may contain additional information con-
cerning how to conplete this section.




105

ompleting the General Performance Appraisal Document
ECTION V JOB ELEMENT APPRAI SAL FORM

Not e

Step

Procedure

Use the following scale to describe the enployee's

overal | performance level on this [ob el enent

0 - fails to neet standard(s)
1 - meets standard(s)
2 - exceeds standard(s)

Consi der the results of each standard and sel ect
the overall score that best describes the ems
ployee's overal | performance on the total job

el ement. Use the scores bel ow

Scor e Descri ption

0 Fails to meet standard. Assigned when
an enpl oyee does not neet the |evel of
performance expected by the supervisor
as reflected in the performance stan-
dard.

Note: If a job element score for any
CJE is 0, an annual performance rating
of "unsatisfactory" nust be assigned

1 Meets standard. Assigned when the
enpl oyee's actual performance neets
the level expected by the supervisor
as reflected in the performance stan-
dard.

2 Exceeds standard. Assigned when the
enpl oyee's actual performance exceeds
the l[evel expected by the supervisor

as reflected in the performance stan-
dard.

National standards may contain additional information con-
cerning how to conplete this section.




105

ompleting the General Performance Appraisal Document
ECTION V JOB ELEMENT APPRAI SAL FORM

Not e

Step

Procedure

Use the following scale to describe the enployee's

overal | performance level on this [ob el enent

0 - fails to neet standard(s)
1 - meets standard(s)
2 - exceeds standard(s)

Consi der the results of each standard and sel ect
the overall score that best describes the ems
ployee's overal | performance on the total job

el ement. Use the scores bel ow

Scor e Descri ption

0 Fails to meet standard. Assigned when
an enpl oyee does not neet the |evel of
performance expected by the supervisor
as reflected in the performance stan-
dard.

Note: If a job element score for any
CJE is 0, an annual performance rating
of "unsatisfactory" nust be assigned

1 Meets standard. Assigned when the
enpl oyee's actual performance neets
the level expected by the supervisor
as reflected in the performance stan-
dard.

2 Exceeds standard. Assigned when the
enpl oyee's actual performance exceeds
the l[evel expected by the supervisor

as reflected in the performance stan-
dard.

National standards may contain additional information con-
cerning how to conplete this section.




108

Completing the General Performance Appraisal Document

SECTION VI RECOMMENDATI ONS
Not e This section must be conpleted for all enployees receiving
an unsatisfactory perfornance rating.
Wen The section should be conpleted before the end of the
conpl eted annual performance interview
How to Step Procedure
conpl ete
this .
section 1. Meet with the enployee to
® determne the cause for the |ess than
acceptabl e performance
® jdentify action that can be taken to
I mprove performance during the next
appraisal period
When determning personnel actions, you should
consi der
e the severity and longevity of the perfornmance
weakness
o the result of any actions you previously
initiated
2. Deci de

If....

Then. . ..

. «.further assi stance
will help to inprove
the enployee's perfor-
mance

. ..recommend action such
as

e closer supervision

e counseling

e training (see Step 4)

.. . . further assistance
will probably not help
to i nprove the emp-
ployee's per f or nance

. ..see your Labor Rela-
tions-or Personne
Speci al i st

(continued on next page)
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Completing the Genera Performance Appraisa Document
SECTION | X REMARKS

When this Wen the... is and wants to nake these types
section is of comments:
conpl eted
Super vi sor preparing the e Reconmmend training for an
appr ai sal unsatisfactory, perf or mer

® Remarks from Section VI
concerning certification
of an acceptable level of
conpet ence

e Other conments

Second- | evel review ng the o Agreements or disagreenent!

Super vi sor appr ai sal with any part of the
apprai sal docunent or pro-
cess

¢ O her coments

Enpl oyee receiving the
appr ai sal
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\ppend iX A

JUICK SUMVARY OF PERFORMANCE APPRAI SAL STEPS

Introduction Once you have read this Desk Guide and performed all of
the procedures it describes, you will no longer need
the level of detail presented in the preceeding seven
chapters. This appendix provides you with a quick summary
of all the steps = and their respective eval uation check-
lists. You can use it to guide you through the appraisa
process once you know how to do all of the steps

\ppendix A
Cabl e of Contents
Contents Page
Anal yzing the Enployee's Positions

Procedures . . . . . . . . . . . . . . . . .. 114
Eval uation checklist . . . . . . . . . . . . . 117

Witing and Communicating Performance Standards

Procedures . . . . . . . . . .. ... .... 18
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Procedures for meeting to review progress. . . 124
Eval uation checklists . . . . . . . . . . . . 126

Conducting the Annual Appraisal Interview

Procedures for preparing for the interview. . 127
Procedures for conducting the interview. . . 128
Eval uation checklist . . . . . . . . . . . . . 130
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ANALYZI NG THE EMPLOYEE' S PCSI TI ON

Summary of
xocedures
‘or
tnalyzing
he
:mployee's
rosition

Step Procedure

6. ° In what way does a specific task, activity
and/or duty contribute to the acconplish-
ment of the mission of the work unit?

° In what way does a particular task,
activity and/or duty contribute to the
realization of the intent and purpose
for which the position exists?

° What type of work assignnments do | nost
often hold the enployee accountable for
acconpl i shi ng?

° Are there certain aspects of the position
which | stress nore often than others,
not at all, or very little, when naking
work assignments or discussing perfornmance
achi evenent s?

° Has the enployee during the past year had
the opportunity to engage in all the tasks,
activities and/or duties identified in
the position description?

° WII the enployee have work assignnents
during the up-comng year which enconpass
the tasks, activities and/or duties |
consi der inportant?

° VWhat are the consequences of inadequate
performance on the job?

7. List the job elenents
8. Determine if the nunber of job elements is

7 or |ess.
If it is, skipto #11.

(continued ON next Page)
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WRITING AND COMMUNICATING PERFORMANCE STANDARDS

Summary of

Procedure

- Determine if there are pre—determined
standards.

- 1if there are pre-determined standards,
they must by used. However, in some instances
local supplementation is permitted.

~ 1if you use pre-determined standards skip steps
2 and 3, but you must complete steps 4, 5
and 6.

Prepare you employees to participate in the
standard setting process.
- 1f they prepare a draft of their standards,
they will need a copy of the appro-
priate section of these guidelines
and perhaps some training and assistance.

procedures Step
for
writing
and 1.
communicating
performance
standards
2,
3.

Write the performace standards for your employee.
a. Select a job element,

b. Decide on the required level of performance
for the element.

c. Review the criteria of a good standard in
Table 1.

d. Write a standard using
. a verb describing the action to
be measured
. a single item describing the
results required
. a measure of the required
- quantity
quality
timeliness
impact
manner of performance

e. Make sure the standard meets all the criteria
in Table 1.

f. Make sure all the elements have at least one
standard.

(continued on next page)
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ONDUCTING PERFORMANCE REVI EWS

ummary of
teps

or conducting
erformance
eviews

ssessing
erf ormance

Taking planned
corrective
action

Step Procedure

1. Begin collecting data on enployee progress towards
the standards inmediately after assigning
accountability for the standard

~ the data should reflect denonstrated
progress

= -~ sone of the data can be collected by

g the enployee on sone form of tally sheet

o which should be checked periodically

& by the supervisor

- data collected by the supervisor shoul d
be based on observed perfornmance

2. Wait until the enployee has had sufficient tine
to dermonstrate performance in one or nore of the
job elenments. Then, conpare the enployee's actua
performance to the fully acceptable standard of
per f or mance.

3. Use the second colum of the Periodic Progress
Revi ew Wor ksheet (PPRW) to record the enpl oyee’s
actual pertornance.

- record the actual performance in the
sane neasurable terms that were used
to define the standard

- if a standard is not applicable, record
the reason in Colum 2.

4, Note the enployee’s strengths and weaknesses in
Colum 2 nextto the appropriate standard.

If all standards are net, skip to step 10.
5e ldentify the standards which the enployee

failed to neet

(continued on next page)
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ONDUCTING PERFORMANCE REVIEWS

123

Revising
performance
standards

Step Procedure
8. Develop, with participation from the employee,
action plans for improving the employee's per—
formance.
9, Document the action plans. This means:
° write the plan(s) on plain paper or on
the periodic progress review worksheet
. date and sign the plan
e have the employee sign the plan
. give a copy to the employee
° note on your copy the date the employee
received the. copy
. retain your copy, along with the position
description, for one year after completion
of the General Performance Appraisal Docu-
ment for that appraisal period.
10. Determine if any of an employee's performance
standards need to be revised (changed, added
or dropped). If none of the standards need to be
revised, skip to step 13.
A revision might be necessary 1f there have been
changes in the organization's or work group's,
. mission, goals, objectives
‘e priorities
° timeliness
. resource allocations
11, Revise, with participation from the employee,

the appropriate performance standards.

Follow the steps outlined in Chapter 3.

Document the action plans. This means:
° write the revisions on plain paper or on

the GPAD form

date and sign the document

have the employee sign the document

give a copy to the employee

note on your copy the date the employee

received the copy

. retain your copy, along with the position
description, for one year after completion
of the General Performance Appraisal
Document for that appraisal period.

(continued on next page)




\ppendix A

ONDUCTING PERFORMANCE REVIEWS

123

Revising
performance
standards

Step Procedure
8. Develop, with participation from the employee,
action plans for improving the employee's per—
formance.
9, Document the action plans. This means:
° write the plan(s) on plain paper or on
the periodic progress review worksheet
. date and sign the plan
e have the employee sign the plan
. give a copy to the employee
° note on your copy the date the employee
received the. copy
. retain your copy, along with the position
description, for one year after completion
of the General Performance Appraisal Docu-
ment for that appraisal period.
10. Determine if any of an employee's performance
standards need to be revised (changed, added
or dropped). If none of the standards need to be
revised, skip to step 13.
A revision might be necessary 1f there have been
changes in the organization's or work group's,
. mission, goals, objectives
‘e priorities
° timeliness
. resource allocations
11, Revise, with participation from the employee,

the appropriate performance standards.

Follow the steps outlined in Chapter 3.

Document the action plans. This means:
° write the revisions on plain paper or on

the GPAD form

date and sign the document

have the employee sign the document

give a copy to the employee

note on your copy the date the employee

received the copy

. retain your copy, along with the position
description, for one year after completion
of the General Performance Appraisal
Document for that appraisal period.

(continued on next page)




\ppendix A

ONDUCTING PERFORMANCE REVIEWS

123

Revising
performance
standards

Step Procedure
8. Develop, with participation from the employee,
action plans for improving the employee's per—
formance.
9, Document the action plans. This means:
° write the plan(s) on plain paper or on
the periodic progress review worksheet
. date and sign the plan
e have the employee sign the plan
. give a copy to the employee
° note on your copy the date the employee
received the. copy
. retain your copy, along with the position
description, for one year after completion
of the General Performance Appraisal Docu-
ment for that appraisal period.
10. Determine if any of an employee's performance
standards need to be revised (changed, added
or dropped). If none of the standards need to be
revised, skip to step 13.
A revision might be necessary 1f there have been
changes in the organization's or work group's,
. mission, goals, objectives
‘e priorities
° timeliness
. resource allocations
11, Revise, with participation from the employee,

the appropriate performance standards.

Follow the steps outlined in Chapter 3.

Document the action plans. This means:
° write the revisions on plain paper or on

the GPAD form

date and sign the document

have the employee sign the document

give a copy to the employee

note on your copy the date the employee

received the copy

. retain your copy, along with the position
description, for one year after completion
of the General Performance Appraisal
Document for that appraisal period.

(continued on next page)
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CONDUCTI NG PERFORMANCE = REVI EW6

Summary of
eval uati on
checklists
for
conducting
per f or mance
revi ews

Appr ai sing Performance

O Enpl oyee has had time to denonstrate perfornance
standard.

O Actual performance observed

O Actual performance recorded on plain paper or optiona
wor ksheet .

G Enpl oyee strengths and weaknesses noted on plain pape
or optional worksheet

Taking Planned Corrective Action

O Standards identified where actual performance is
bel ow the supervisor's requirenent

C Causes of performance problem identified

C Causes separated into enployee-related and
environnent-rel ated causes.

0O Action strategies selected for each cause

O Action plans devel oped to inprove enpl oyee
performance for each standard not net.

Revising Performance Standards

Refer to Chapter 4.

Meeting to Review Progress

0O Actual performance observations noted

O Strong and weak areas of performance noted

O *Corrective action plans to inprove performnce
devel oped

O *Performance standards revised.

C Meeting tinme and location schedul ed

O Rel evant topics discussed

00 Meeting results docunent ed.

*Indicates step may not be required for sone enployees
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INDUCTING THE ANNUAL APPRAISAL INTERVIEW

Step

Procedure

7e

Decide if corrective action is needed to improve
performance.

If not, skip to Step 8.

If corrective action is needed, refer to
Chapter 5, Pages 66-68,for steps to
follow.

Determine how you will monitor these corrective
actions to assure that they are accomplished.

8.

Decide if the job elements and performance
standards are set for the next appraisal period.

If they are set, skip to Step 9.

Otherwise, begin the process of determining job
elements and performance standards for the next
appraisal period.

Refer to Chapters 3 and 4 for steps to follow.

9.

Summarize the key points of the discussion.
® Summarize your overall ratings.
) Summarize the details of any specific actio

to be taken.

) Identify those areas where special attentio
should be directed during the next appraisa.
period.

) Summarize any recommendations or -remarks

you plan to make.

10.

Complete the interview.

o Inform the employee of his/her rights
regarding any disagreements with the
appraisal determinations.

) Tell the employee when he/she will be
able to review and sign the appraisal
document.

) Thank the employee for participating
in the interview.

11.

Complete the GPAD. Refer to Chapter 7 for steps
to follow.
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(EQUIREMENTSFORDOCUMENTINGANDMAINTAININCRECORDS

‘ntroduction This appendix describes the requirements for documenting
the appraisal process and maintaining these records.
teference The records identified below must be maintained in accor-
dance with Section 3, Order 3290.3C, Official Personnel
Records.
Record Requirements

Job Elements and
Performance
Standards

® Copies of elements and performance standards shall
be furnished to the employee and maintained by the
immediate supervisor along with the position des-
cription. No specific form is required, and plain
paper may be used. The supervisor shall note on
his/her copy the date the employee was furnished
copies.

*When job elements and/or standards are revised, the
outdated copies shall be retained by the immediate
supervisor for one year after completion of the
annual performance rating for that appraisal period,

Documentation of
Progress Reviews

*Results of periodic meetings between the employee
and the supervisor during the appraisal period must
be documented and a copy provided to the employee.
The supervisor must obtain the signature of the
employee as an indication of receipt of the copy.

® The Periodic Progress Review Worksheet or plain
paper may be used for this documentation.

e The supervisor should note on his/her copy the date
the employee was furnished a copy and should retain
the copy for one year after completion of the annual
performance rating for that appraisal period.

Annual Performance
Appraisal
Document

o Copies of the completed form shall go to the
employee and the servicing personnel office for
inclusion in the employee's Official Personnel
Folder.
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Appendix C
HOW PERFORVANCE APPRAI SAL LINKS W TH OTHER PERSONNEL ACTI ONS

Action How I't, Relates Conponent s
Reduction- OPM regul ations require that (see table below)
| n- Force additional service credit of

(RIF) up to four years for RIF pur-

poses shall be given to
enpl oyees based upon their
current perfornmance appraisal

How
nuch additional
service credit If the enployee's total . . ..the additional service
an enpl oyee performance appraisal score credit will be:
receives i's between....
0 - 1.00% No credit

1.01 - 1.25 1 year

1.26 - 1.50 2 years

1.51 - 1.74 3 years

1.75 - 2.00 4 years

*or an "unsatisfactory" rating based on failure to neet
the standard(s) for any CJE.
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Appendix C
HOWN PERFORVMANCE APPRAI SAL LINKS WTH OTHER PERSONNEL ACTI ONS
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PARTI AL EXAMPLE

Posi ti on: Mot or Vehi cl e Operator
Seri es: WG~5703 Per f or mance
3 : 5
rade St andar ds
Wrk Tasks Job El enent (s) _ _
(From Position Description) |_Vehicle Operation
(CJE)
A (Operates gasoline, diesel, I Vehicle Operation . .
or electric vehicles with (CJE) 1. Skillfully drives a

gross vehicle weight of
up to 7,000 pounds.

variety of vehicles,
judging distances and
cl earances, deter-

m ning best routes

to take, and noving
cargo or passengers
as judged by the
supervi sor

Assignnments are
carried out in an
expedi ti ous manner

Wi thin the agreed-
upon time franmes 95%
of the tine.

Reportabl e incidents
limted to two per
year. (Degree of
negligence wll be
consi dered).

Preventive Mi ntenance

B. Perforns daily preventive || Preventive
mai nt enance to assure " Mai nt enance (CJE) 1.
proper care of governnent
vehi cl es.

(CJE)

Performs preventive
mai nt enance check
daily before operating
vehi cl e

Corrects all defi-
ciencies not requiring
nmechani cal know edge

Informs the supervisor
within 2 hours of any
mal function of vehicle

Assigned vehicles
require no nore than
two unschedul ed nain-
tenance or service
actions because of
drivers
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lossary

ACCEPTABLE LEVEL OF COVWPETENCE DETERM NATION reflects whether or not an
enpl oyee has perforned the duties and responsibilities of his/her
position at a fully acceptable | evel during the appropriate waiting
period or any other period of time established as appropriate for a
determnation. It is the basis for granting or denying within-grade
pay increases. Appendix 4 of O der 3400 contains detailed procedures
for making acceptable |evel of conpetence determnations

ANNUAL PERFORVMANCE RATING is the term (Qutstanding, Fully Acceptable, or
Unsatisfactory) which summarizes the enployee's performance during the
apprai sal period. The rating is assigned by the immediate supervisor
in Section VI of the General Performance Appraisal Docunment

APPRAI SAL PERIOD is the period of tine established in an appraisal system
for which an enployee's performance will be reviewed.

COVERED EMPLOYEE is an individual who occupies a position in the CGenera
Schedul e or Federal Wage System which is either
e bel ow grade 13; or

e grade 13 and above but NOT in the nerit pay or
seni or executive service systens.

COVERED SUPERVISCR is an individual who "is classified at no higher than
GSs-12 and properly classified under the Supervisory Gade Eval uation
Qui de (SGEG) as "supervisory"; or is classified under the Job Gading
Standard for Supervisors (for Federal Wage System enployees) as
"supervisory."

CRITI CAL JOB ELEMENTS (CJEs) are any conponents of a job of sufficient
I nportance that performance below the mninum standard established
by management requires renedial action and denial of a within-grade
increase, and which nmay be the basis for reassigning, denoting, or
removing the enployee. Such actions may be taken wthout regard to
the Ievel of performance in other elenments of the job.

DAYS means cal endar days unless otherw se indicated

| MVEDI ATE SUPERVI SOR is the first level of supervision over the enployee
being rated which has the responsibilities of assigning performance
apprai sals and recomending awards. This person is also identified
as the rating official

OTHER JOB ELEMENTS (OJEs) are duties, functions and responsibilities of the

position that are significant but do not meet the critical job elenent
definition

PERFORVMANCE APPRAISAL is a witten assessment of an enployee's actual per-
formance in conparison to performance standards established for critica
and other job elements of the position



139

lossary

ACCEPTABLE LEVEL OF COVWPETENCE DETERM NATION reflects whether or not an
enpl oyee has perforned the duties and responsibilities of his/her
position at a fully acceptable | evel during the appropriate waiting
period or any other period of time established as appropriate for a
determnation. It is the basis for granting or denying within-grade
pay increases. Appendix 4 of Order 3400 contains detailed procedures
for making acceptable |evel of conpetence determnations

ANNUAL PERFORVMANCE RATING is the term (Qutstanding, Fully Acceptable, or
Unsatisfactory) which summarizes the enployee's performance during the
apprai sal period. The rating is assigned by the immediate supervisor
in Section VI of the General Performance Appraisal Docunment

APPRAI SAL PERIOD is the period of tine established in an appraisal system
for which an enployee's performance will be reviewed.

COVERED EMPLOYEE is an individual who occupies a position in the CGenera
Schedul e or Federal Wage System which is either
e bel ow grade 13; or

e grade 13 and above but NOT in the nerit pay or
seni or executive service systens.

COVERED SUPERVISCR is an individual who "is classified at no higher than
GSs-12 and properly classified under the Supervisory Gade Eval uation
Qui de (SGEG) as "supervisory"; or is classified under the Job Gading
Standard for Supervisors (for Federal Wage System enployees) as
"supervisory."

CRITI CAL JOB ELEMENTS (CJEs) are any conponents of a job of sufficient
I nportance that performance below the mninum standard established
by management requires renedial action and denial of a within-grade
increase, and which nmay be the basis for reassigning, denoting, or
removing the enployee. Such actions may be taken wthout regard to
the Ievel of performance in other elenments of the job.

DAYS means cal endar days unless otherw se indicated

| MVEDI ATE SUPERVI SOR is the first level of supervision over the enployee
being rated which has the responsibilities of assigning performance
apprai sals and recomending awards. This person is also identified
as the rating official

OTHER JOB ELEMENTS (OJEs) are duties, functions and responsibilities of the

position that are significant but do not meet the critical job elenent
definition

PERFORVMANCE APPRAISAL is a witten assessment of an enployee's actual per-
formance in conparison to performance standards established for critica
and other job elements of the position



139

lossary

ACCEPTABLE LEVEL OF COVWPETENCE DETERM NATION reflects whether or not an
enpl oyee has perforned the duties and responsibilities of his/her
position at a fully acceptable | evel during the appropriate waiting
period or any other period of time established as appropriate for a
determnation. It is the basis for granting or denying within-grade
pay increases. Appendix 4 of Order 3400 contains detailed procedures
for making acceptable |evel of conpetence determnations

ANNUAL PERFORVMANCE RATING is the term (Qutstanding, Fully Acceptable, or
Unsatisfactory) which summarizes the enployee's performance during the
apprai sal period. The rating is assigned by the immediate supervisor
in Section VI of the General Performance Appraisal Docunment

APPRAI SAL PERIOD is the period of tine established in an appraisal system
for which an enployee's performance will be reviewed.

COVERED EMPLOYEE is an individual who occupies a position in the CGenera
Schedul e or Federal Wage System which is either
e bel ow grade 13; or

e grade 13 and above but NOT in the nerit pay or
seni or executive service systens.

COVERED SUPERVISCR is an individual who "is classified at no higher than
GSs-12 and properly classified under the Supervisory Gade Eval uation
Qui de (SGEG) as "supervisory"; or is classified under the Job Gading
Standard for Supervisors (for Federal Wage System enployees) as
"supervisory."

CRITI CAL JOB ELEMENTS (CJEs) are any conponents of a job of sufficient
I nportance that performance below the mninum standard established
by management requires renedial action and denial of a within-grade
increase, and which nmay be the basis for reassigning, denoting, or
removing the enployee. Such actions may be taken wthout regard to
the Ievel of performance in other elenments of the job.

DAYS means cal endar days unless otherw se indicated

| MVEDI ATE SUPERVI SOR is the first level of supervision over the enployee
being rated which has the responsibilities of assigning performance
apprai sals and recomending awards. This person is also identified
as the rating official

OTHER JOB ELEMENTS (OJEs) are duties, functions and responsibilities of the

position that are significant but do not meet the critical job elenent
definition

PERFORVMANCE APPRAISAL is a witten assessment of an enployee's actual per-
formance in conparison to performance standards established for critica
and other job elements of the position






Appraisal System

-

-

Federal Aviation Administration’s
al Performance

SUPERVISOR’S
DESK GUIDE

for the

Gener

_

o




